5 April 1952 


TO* 

FfcOH* 


As® is tan t Director, 

Office of Collection end Dissemination 

Organization and Methods Examiner 


SUBJECT* Report on Technical Services Staff, 
Area Top Secret Control Office 


25X1 A9a 


„ ** fMBWMt Review of the operating methods of the Area Top 

Secret Control Office, Technical Services Staff, for the puzpose of 
insuring compliance with basic Agency regulations and establishing 
uniform operating methods throughout CIA. 

2. Xffcmsm SURVEY D&ThS i 2 April 1952 

a* Area Top Secret Control Officer* 

Alternate Top Secret Control Officer* 

Assistant Top Secret Control Officer* 

3. FACTS jgABIgQ OR TB& PROBLEM * 

*• Obvious . Departures from Basic Agency System* 

(1) The Assistant TSCO performs the operating duties in 
connection with control, signing for and transmitting T£ material 
both externally and internally. 

(2) Since this Is a new Area, files have not yet been 

set up. 



b. ffnlaue Problems * 

(1) Certain TS materials are sent to TSS for analysis »il*h 
cover sheet attached, and the materiel ie usually destroyed or 
Mut ilated in the analysis process » The analyst prepares a memo- 
randum report to the requesting office on the findings of the 
analysis. The Area TSCO personnel requested instructions as to 
U) disposition of the cover sheet which was attached to the material 
destroyed or mutilated, and (2) pr oper hand ling of the memor andum 
which is frequently not Top Secret ah ItSeif though 
Top Secret material. ~ddv’kIg t ’ 


■aing 


(2) tS documents are 
previously been assigned s nu» 

requests instructions on the h 

photostats. ho CH 

DOGjrnaeug HP" 



DDV Kerno* Vho Ai 

: :phpi®stat3tng, (having 
" ’g^4^ ice of origin. IBS 

of the 
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fon SS?*l i0n f Ujr P r *I'* r,B of docuaente which »r» 

WTOMtf 1 " u f“ ee ° ! * in final fora, tss 

requests lust ructions as to numbering. 

c * Siaeral Problems: 

has the preblem that is common to all Areas of 

Jron outside agencies, assigning a ISb number. 

> . i©a»in£ that copies of the same document have been 

el8 f vhcra md Assigned Area numbers. Solution to this 
problem has been recommended In previous reports* 

channels iff j ocu “ enta without observance of control 
cnanneis is a problem 25S has in common with other Areas. 

i nr ,Sll °f documents poses a problem both as to 

a^?T? ai ? nt 4 1 ° C f^ i0n ° f the inc iaerator for TSS, and lack of 

ex * 0t3y what documents can be destroyed 
W without approval of the originator. * 

CONCLUSIONS » 

1 4 _ , fhis new Area evinces a marked desire to educate themselves 

*222 pr ?“ ?** * «» .^SLTi^ 

srss X £sr£: r,?nr deerM of oontro1 18 «-° i " a — 

5. ACTION KhCOKKaNEhD t 

25X1 A9a with instructions in the Top Secret Guide, 

^OATAya should be appointed as an Alternate 1SC0. 

set r ® que f t * d sn^estions as to the type of files to be 

", Irh • nu “ rl0al fUe •«*«»— in 

... C u ,*?* examiner recommends that the cover sheet which was 

«^uteri fJ P ® # "* t material destroyed by analysis should be 
! X ® ^ analyst at the bottom of the sheet to indicate 
th rouffh 2? analysis and returned to the office of origin 
* h * 55 C0 S er Sy6teiT: t ®S ether with the memorandum of 
" J2S^ ti 2t« P- Sr aM ; °L th ® claesi fi® Alien assigned the memo- 

8h0Uld be listed on i0 ^ wit* « expira- 
tory note as to the memorandum’s classification and numberTif^ny) . 

? f d f CUBfcnts should bear the same number as the 
* Mmnt reMl ‘ >t * •* «» rtouid USt .u ^ 
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6 . The examiner suggests that tSS should assign a 75£ control 
number to drafts of documents which ary to be forwarded to QPC 
for issuance of & final document. When a copy of the final 
document is received, it should bo cross-referenced to the ©$ draft 
on the TSS log and IBS index cards* 

f. The examiner understands that an Arsa can destroy without 
outside approval any copies of documents sent to them for retention 
except original copies of document® from outside agencies. IBS 
should be advised by the proper authority as to specifically what 
documents they can destroy. 

Inasmuch as 0FC has a periodic track pick-up of documents 
to go to the incinerator, the examiner recommends that arrangements 
should be made with 0PC for Inclusion of documents for destruction 
from other Areas in that vicinity. 


COHCUMEKCi&j 



X1A9a 


CIA Top Secret Control Officer 


25X1 A9a 


W, L. Peal 

Chief, Organisation and Methods Service 
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